COMPUTER GRAPHICS 


A Better Understanding of Pen Plotter Market, 
Peter L. Hampton 

Using Color Graphics To Heighten Efficiency, 
Susan Sheridan 

Micro Graphics: The Picture of Success, 
Kathryn Alesandrini 

Micro-Based Writing Tools for Professionals 


COMPUTERS & SYSTEMS 


The Many Uses of an Electronic Work Station, 
David W. Schumaker . 
Computers Help Speed Law Firm’s Billings S mian l 
Computer Network Security: The Need Was Never Greater, c a nua 
Fred H. Diamond Me 
Protecting Data From Power Outage Problems, I d 
Mark A. Kellner ’ Nn CX to 
Power Controls Vital As Systems Integrate ia 
Computer “Hacking” Is No Longer Just a Lark - I HE OFFICE 
Service Providers: How Customers Rate Them bs 
Congressman Seeks Law to Penalize Computer Crimes 


Voluntary VDT Standard Near is Vi l 102 

Integrated Office Systems Get Major Tests in Canada, O ume 3 
C. Thomas Veilleux , 

Micro Use Trends Cited In Survey - | —I) 

Protecting Computers: Are Locks the Answer?, Ju y ct. 
Pamela R. Pfau ' 

AT&T Enters Speech-Processing mA 198 5 

Reliance On the Microprocessor Grows: Survey - 

Business Computers: What To Consider in Buying One 

THE OFFICE Buyers’ Guide to Business Computers 

Computer Sales Will Rebound, Report Predicts 


Just How Smart Are “Smart” Buildings? 
AT&T Offers New Personal Computers................... Nov., 


CONFERENCES 


Hanover/CeBIT Superfair Breaks All Records 

Nomda Convention Meets In Las Vegas This Month 
National Computer Conference Is This Month in Chicago 
DPMA Computer Conference Set for Houston 
Computer Graphics ’85 East Is This Month in Boston 
Unix Expo This Month in New York City 

ARMA Conference This Month in New York City 
Chicago to Host NOPA Convention Next Month 
Tele-Communications Assn. This Month in California 
IFMA Conference Is This Month in Chicago 

Info ’85 Show This Month in New York 

Las Vegas Hosts Comdex/Fall This Month 


COPYING MACHINES 


Field Test Determines a New Copier’s Usefulness 
Computer-Interfaced Copiers Will Herald a Major Change, 

Otto L. Draper 
A Major Tool of the Office: Copiers, 

Monica Camahort David 
What Makes a Copier Run? Properly Matched Supplies, 

Catherine A. Thomas 
THE OFFICE Buyers’ Guide To Copying Equipment July, 101 
Copier Market Seen Reaching $15.2 Billion Sept., 130 
A Copier Is as Good as the Toner Used With It Sept., 180 
Copier Users Offer Their Opinions and Experiences, 

Catherine A. Thomas 
Choose the Right Paper For Your Office Copier, 

Richard Haskell 
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Complete mail handling center. Sorting 
surface, dump table, lower storage. 
Adjustable shelves and table height. 
Durable construction, attractive finish. 
Models for every need. 


W.A. FREE CATALOG 


9801 James Circle 
Minneapolis, MN 55431 


race: (800) 328-2962 


Circle Reader Service Card No. 506 
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EIA AND 
200 OTHER 
INTERFACE 

CABLES 


All types of cables and connectors— 
quick delivery from stock or pinned to 
your specs: coax, twin-ax, ribbons. 
Compatibles for IBM, DEC, H-P 
TELCO and all others, including PC’s. 
EIA RS-232C-25 conductors, 
all connected....$16 plus 50¢/ft. 
Send for Catalog 


#2 Data Set 
Cable Company 


East 722 Danbury Road 
i , Connecticut 06877-9987 
) 438-9684 TWX-710-467-0668 
‘AX (203) 431-4657 
West 58 N. 30th Street 
-4902 


Las , Nevada 89101 
(702) 382-6777 FAX (702) 383-0871 
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Implementing a Copier Program from Scratch, 
Barbara K. Gardner 

Are We In the Era of “Plain Vanilla” Copiers?, 
Brian L. Merriman 


DICTATION 
Dictation Equipment Helps Bank Pace Its Growth 


ELECTRONIC MAIL 


Electronic Mail: An Ever-Changing Technology, 
Erik Mortensen 


ELECTRONIC TYPEWRITERS 
Electronic Typewriters Accommodate Many Needs 


FACSIMILE SYSTEMS 


Firm’s Service Expands With Use of Facsimile 

Fax Network Answers Call of Billion-Dollar Business, 
Kathleen M. Webb 

Fax Equipment Sales Reviving 

Group 4 Fax Technology: Its Effect Will Be Felt, 
PEST EC ET Pee Cee ETT eee 

Facsimile: Its Link in the Electronic Office, 
Erik Mortensen 

Engineering Firm Has Stringent Fax Criteria 

Facsimile and Voice: Their Impact on Electronic Mail, 
Edward Wilkins 

THE OFFICE Buyers’ Guide to Facsimile Systems 


FORMS MANAGEMENT 
Electronic Publishing—A Boon for Forms Management 


IN-PLANT PRINTING 

The New Technologies in In-Plant Printing, 
Thomas P. Mahoney 

Two-Color Printing No Longer a Problem 

Who Should Be Running the Office? You or the Experts?, 
Monty Kaufman 


LIGHTING 


Creating an Effective Lighting Environment, 
Roger L. Knott 


Aug., 64 


MAGNETIC MEDIA 


Flexible Diskettes: Which Type to Buy?, 
Robert Williamsen 
Magnetic Media: Three Types to Choose From 
The Conversion Dilemma, Aug., 104; Sept., 
Bernard J. David Oct., 65; Nov., 47; Dec., 
Production Up, Costs Down With Microfiche System, 
Herb Darvin 


MAILROOM SYSTEMS & EQUIPMENT 


Envelope Cuts Mailing Costs 

Mailrooms That Operate As Money-Saving Centers 

Avoiding Money Waste in Small-Package Shipping, 
Joseph V. Barks 

The Importance of Data to Mailroom Operations, 
George D. Barsi 

Small-Package Delivery: Getting What You Pay For, 
John Alden 

Reusable Envelopes Save Postage for Metro Life 

New Mailing System Helps Newspaper Meet Deadlines 
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NOISE CONTROL 


Noise In the Office: There Are Ways to Deal With It, 
William K. Makley 


OFFICE AUTOMATION 

Automation: Is It Off Schedule?, 
D. W. McArthur 

Office Automation: The User Profile, 
John P. Hansgate 

From Manual to Automatic: The Successful Conversion, 
Michael Favitta 


Automation Helps Small Staff Manage a University System, 


Wayne G. Failor 


OFFICE DESIGN 


Haworth Centers Are Refurbished 
Blending Technology With ‘Human’ Office Planning 
Designing Buildings With People in Mind 
Architectural Challenge: Concept Versus Creation, 
Timothy H. Walker 
A Steel-Framed Building Trend 
Creative Approach to a Computer Facility, 
Barry Deanto 
New Location Reflects Growth of Industry Firm 
Bank Interiors Done by Turnkey Projects, 
Matthew E. Kroin 
Non-Resident Building Seen Strong in 1986 
Movable Panels/Partitions for the Electronic Office, 
Rick Friedman 
THE OFFICE Buyers’ Guide to Movable Partitions/Panels 
Restoring a Ceiling at Metropolitan Life 


OFFICE EQUIPMENT 
A Pioneer’s Dream: Staplers On Every Desk 
Technology in Support of the Office Work Station, 
Hisao Yuasa 
The Importance of Wiring to Electronic Offices 
Performance Contracts: How to Negotiate Them—and Win, 
William Nieman 


OFFICE FURNITURE 


Integrated Work Stations: Are They Toys or Tools?, 
Les Lemieux 

Unit Serves as Data Binder and File Module 

An Ergonomic Approach To Office Productivity, 
Antonio Herrera 

Ergonomics Is Good For What Ails You, 
Vico E. Henriques 

A Short Course on How to Fathom Office Ergonomics, 
Kathleen M. Potosnak 

Systems Furniture: the Reconcilable Differences, 
Dana Powers 

Color-Coated Equipment Adds Life to an Office, 
Ken Zacharias 

New Standard for Office Chairs 

Sales of Office Furniture Grow 


PACKAGE DELIVERY SYSTEMS 


Small-Package Delivery Firms Proliferating, 
Larry P. Rodberg 


PAPER-HANDLING 


Paper-Handling Devices Improve Printer Output, 
R. Clark DuBois and F. Donald McCormick 
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SPECTACHTi 
independent 
Automated 
Forms Management. 





The Complete System: 
Forms and Supplies inventory 
Management Software, 
installation, training, forms 
management consulting. 


For your free informative 
brochure entitled “Questions and 
Answers about Automated Forms 
Management,” call us today. 





Braciey Company 


The Forms Management Specialists 
Box 24523 
5767 Mayfield Road 
Cleveland, Ohio 44124 


(216) 461-6007 
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Organize 
your 
mailroom 


Call toll free 
for our new 
catalog 


1-800-328-6837 
In Minn. (612) 646-4047 


Raymond 
Engineering Inc. 
704 Vandalia St. 
St. Paul, MN 55114 
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coal we eS 
Anti-Static 
Ve) a4 


Static electric- 
ity can cause ma- 
terials and equip- 
ment to stick 


together, attract dust 
and dirt, even shock 


when you least ex- 
pect it. 

But now, EVANS 
Anti-Static Spray 
eliminates these 
problems. Non- 
flammable, safe on 
any material, Anti- 
Static dries clear, 
will not stain or 
discolor. 

Ideal for home, 
office and indus- 
trial uses. From 
textile manufactur- 
ing and paper print- 


ing to venetian blinds and carpets...in 
computer room and data processing op- 
erations and on socks and clothing. 
Discover the sure-fire way to elimin- 
ate troublesome static electricity for 
good. Anti-Static is available now at only 
$3.95 per 16 oz. bottle, order catalog 


no. EAS16. 


Specialty Co., Inc. 


PO. Box 24189, Richmond, VA 23224 
Phone: 804/232-8946 
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WRITE : 
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international 
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18 Bedford Row 
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PERSONNEL MANAGEMENT 
Preparing Students for The “Real World” Jobs 
Age: An Asset or Liability? 
Want Employee Input? Try Forming a QEC, 
Lana J. Chandler 
Easing the Pains of an Office Relocation, 
Esther F. Solin 
How to Really Check an Applicant’s References, 
Robert Half 
Right or Wrong in Employee Relations 
July, 68; Aug., 79; Sept., 101; Oct., 98; Nov 


PRESENTATION AIDS 

Enhance Your Presentation With Use of Visual Aids, 
Kevin M. Kealey 

Electronic Age Underlines Need For More Visual Communication, 
George L. Leasure 


PRINTERS 


Office Printers Offer a Host of Features, 
Lars G. Williamson 


PRINTING/TYPESETTING 


Network Expands Output With Typesetting System 
Solving the Printer Compatibility Dilemma, 
Jack Hart 
Common Printing Standard Urged For Computers 
Photocomposition: Its Technology Advances, 
Mark A. Kellner 
Impact or Nonimpact? How to Select the Right Printer, 
Madeline Kaplan 


RECORDS MANAGEMENT 

Can We Revoke the Third Law of Thermodynamics?, 
James A. Colwell 

In-House Training Program Produces Records Managers, 
Hans Ebner, Jr. 

Records Should Be Kept—But for How Long a time?, 
Donald S. Skupsky 

Records Managers and The Age of Information, 
Barbara A. Rike 

Can Your Records Storage Center Stand a Disaster?, 
John E. Wolbrecht 

How to File Records That People Keep on Creating, 
Mark Langemo 

Records and Information Management for All Users, 
Su D. A. Graham 

File and Storage Solutions For the Changing Workplace, 
Gary Bellanca 

Color-Coding Reduces Misfiles at Law Firm 

A Service Organization Dedicated to Its Goals, 

Mervis Matney 

Designing an Electronic Records Management System, 
Judy Crondahl 

Records Management Awards Presented by Olsten 


SERVICE BUREAUS 


The Service Bureau and Facilities Management, 
Harold Briggs 


SHEETFEEDERS 
Sheetfeeders Are Essential to the Automated Process 
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SHREDDERS 


Shredders, Disintegrators Help in Fight for Privacy, 
Frederick W. Nevin 


SOFTWARE 
Software Package Offers Access to World Networks 


Choosing the Software That’s Right for You, 
Jay B. Siegel 


Focus on Software, July, 34; Aug., 44; Sept., 44 


Thomas J. Hargadon Oct., 24; Nov., 
Computerizing the Accounting Process, 
Louis M. Brill 


TELECOMMUNICATIONS 
Voice and Data Communications For New Building 
A Well-Connected Law Firm: Telecom Updated, 
Frederick R. Feldman 
Teletext: a New Information Resource, 
Neil Lewbel 


Telecommunications Insights, July, 46; Aug., 58; Sept., 
Alan Herbert Jordan Oct., 43; Nov., 31; Dec., 


TELEPHONE SYSTEMS 


McDonald’s Will Test ISDN Telephone System, 
Jay Krakora 

Key System Vendors: New Opportunities Are Here, 
Mike D’ Onofrio 

Telephone Headsets Heighten Efficiency 

Cellular Telephones In a Mobile Society, 
Gordon R. Gordetsky 

Key Telephone Systems: A Reevaluation 


TEMPORARY HELP 


Demand for Temporaries Spurs Opportunities, 
Daniel C. Struve 
Hiring Pace Will Slow, Survey Says 
Computers and the Temporary Help Field 
Employer-Employee Interests Aided by Temporary Services, 
James §. Miller 


WORD PROCESSING 

Electronic Typewriters: a Bridge to Word Processing, 
Rick Zochowski 

Law Firm Implements a Word Processing System, 
Joan E. Tanner 

Considering the Costs of Document Conversion, 
Steven H. Terry 

WP Departments: You Must Sell to Survive, 
Kathy C. Johnson 

Word Processing: the Turmoil of Transition, 
Peter Margarita 

Word Processing: Can It Live Through Integration?, 
David Didising 

The Conversion to WP: Which System to Adopt?, 
William J. McLoughlin 

What Role Does Data Entry Play in Your Office?, 
Charles A. Ross 

Handling the Hurdles of WP Supervision, 
Peggy C. Lukanen 


THE OFFICE Buyers’ Guide to Word Processors ............. Nov., 


Safeguarding Your WP System, 
Louis H. Grosman 
Word Processing: Law Firm’s Need for Quality 
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Martin Yale Heavy-Duty 


Table Top Burster 


Designed for heavy-duty use in small offices. Quiet. Easily 
bursts continuous computer & word printouts 
into individual sheets at the rate of 72 feet per minute. 


© Martin Yale ::"= 








\__ 500 N. Spaulding Ave. + Chicago, IL 60624 
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High-Speed Decollator| 





Ends tedious hand separation of 5-part NCR & 
carbon-interleaved forms. Speed: 122 ft/minute. Easy 
loading. Handles forms up to 15” wide. 


© Martin Yale ::" 
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How long must you atest 
important papers? 
Write for free booklet, 
RECORD RETENTION 
+ TIMETABLE, describing 
] Retention Periods as required 
by government authorities, 
| and how to dispose of records 
“| -—_ safely without loss or worry! 
On your business letterhead, please. 
Electric Wastebasket Corp, 145 W. 45th St., N.Y. 10036 
The MOST in Paper Shredders 10-12 
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